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Columbia Gorge Community College
Personnel Action Worksheet
Human Resources
This form must be completed for all new or vacant positions, adjustments to base salary, promotions, or reclassifications.
 
Submit completed forms to Human Resources with all required documents.  After review and receipt of all documentation, Human Resources will forward to the President for review.
 
All applicable sections must be completed.
Instructions:
Transaction Type. Check all that apply.  
Requestor
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Revised 12/21/12
Funding
Do you have available budget to support your request? 
List appropriate line items:
Charter Information
Is there a Charter for this request?
Benefits?
New Position Worksheet
Each section must be filled out.  A Job Requisition Form and Job Description must also be submitted.
Work Space/Equipment
Type of Equipment Needed:
Do you have a work space identified and available?
What are the operational needs of the organization that require creating this new position?
Will the position perform duties that have a direct impact on our ability to meet our mission, a specific goal in the Strategic Plan, a core theme objective, or on our ability to become independently accredited?
What are the essential functions of this position (why does it exist)?
Provide narrative for all of the following questions.
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Will the position have responsibility for a legal, health or safety requirement?  Or will failure to approve the position create an immediate public safety or compliance issue?  
Are there any State/Federal mandates that will not be accomplished without this position?  Explain and list the potential (or actual) penalties, fines, or actions that would result.
What are the specific impacts to your department, other departments, or the college if this request is denied? 
What are the impacts if the request is deferred?
Please describe all alternatives considered to utilize existing staff to cover the work.
Does the position generate revenue or result in offsetting expense reductions?
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New Position Worksheet, continued
Vacant Position Worksheet
Each section must be filled out.  A Job Requisition Form and Job Description must also be submitted.
Benefits?
What are the essential functions of this position (why does it exist) and how are the duties being performed while the position is vacant?
Why did the position become vacant?
Have you made changes to the title, required qualifications, or essential functions of this position?
Provide narrative for all of the following questions.
Describe the alternative steps the department has considered/taken to fulfill the work requirements of the position.
Does failure to fill the position create an immediate public safety or compliance issue?
Are there any State/Federal mandates that will not be accomplished without this position?  
Explain and list the potential (or actual) penalties, fines, or actions that would result.
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Could this be a part-time position?
Can the department reassign staff to manage temporary or cyclical changes in workflow to meet the current need?
Can the vacancy be filled by a current employee in your department whose position would be permanently eliminated following the transfer/promotion?  If yes, which position would be eliminated and what would the impact be?
Does the position generate revenue or result in offsetting expense reductions?
Will the position perform duties that have a direct impact on our ability to meet our mission, a specific goal in the Strategic Plan, a core theme objective, or on our ability to become independently accredited?
What are the specific impacts to your department, other departments, or the college if this request is denied? 
What are the impacts if the request is deferred?
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What are the operational needs of the organization that require filling this position?
Vacant Position Worksheet, continued
 
Promotion, Reclassification, or Base Salary Adjustment WorksheetFor reclassifications, a revised Job Description must also be submitted.
Describe in detail the reason(s) for your request:
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Required Signatures
Signature:
Signature:
Chief Talent and Operations Officer:
Chief Financial Officer:
Signature:
Request is:
President's Approval
(Reviewed for completeness)
(Reviewed for budget)
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Submit completed forms and required documents to Human Resources. Questions?  (541) 506-6151 or extension 6151
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